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LOG IN

Type /userafteryour website URLto access the login page. Enteryour username and password to log in.

Log in Request new password
USER ACCOUNT
Username *

Enter your Total Access Bank username.

Password *

Enter the password that accompanies your username.

NAVIGATETHE SITE

Once loggedin, a navigation bar appears at the top of your website.

M MyWorkbench Content  Structure  People  Configuration Shortcuts

e Thehouse icon takesyou to yourhomepage.

e My Workbench takes you to your dashboard.

e Contenttakesyouto alisting of all the pages onyour website. Thisincludes published and
unpublished pages.

e Structureis where you can update blocks, menus, and taxonomy as they apply to your website.

e Peopleis where youcan manage/create new users.

e Configurationis where you can update redirectsand URL aliases.

Navigate via the front end of the site

To edit the site via the front end: navigate as you would normally and find the menu above the content
area forinternal pages.

View Edit Revisions

CHECKING & SAVINGS

Find the right account for you!

e “View”is the default action as you navigate the frontend of yoursite.



e “Edit” takesyouto the editable area of the page.
e “Revisions” takesyou to a listing of revisions made to the page. This is usefulforauditors.

My Workbench

My Workbench provides aview of pagesthat you and others have updated recently.

My Workbench

My content Create content My drafts Needs review

My Edits  All Recent Content

My Profile My Edits

Five of the most recently updated pieces of content
TITLE TYPE

Basic Page

.
All Recent Content
Within the “My Workbench” menu, you may have the following:

e Create content. To create new content, click “Create content” and choose the content type.

e My drafts. This takes youto your unpublished pages.

e Needsreview. This takesyouto view pagesthat need review. Thisis commonly usedin
conjunction with moderation, and notall sites use this feature.

Content

This displays all the pages on your website.

Content

Content Files Scheduled Webforms

Add content

Filter Content

Title Content Type Author Published Vocabulary

e You can search bytitle, contenttype, author, show only published or unpublished pages, and/or
filter by vocabulary (tags).

e You can publish or unpublish multiple pages at a time. Selectthe pages, choose the status, and
click “Update”.



Show only items where pdateoptions
status  any V| type| any v m Publish selected content v Update

TITLE TYPE AUTHOR STATUS UPDATED OPERATIONS

Basic Page published 08/21/2017 - 08:46 edit delete

eduled Scheduleable Block published 06/28/2017 - 15:28 edit delete

In the “Operations” section you have the edit, delete, and clone options.

e C(lick “edit” to update content on your page.

e C(lick “delete” toremove a page fromyour website. NOTE: Deleting a page is irreversible.
We recommend unpublishing instead of deleting content.

e C(lick “clone” whenyouwant to copy another page’s structure. This takes you to the editor
of the newly cloned page.

Content menu items

M My Workbench | Contemt  Structure  People  Configuration Shortcuts

Content
Content Files Scheduled Webforms

Add content

Within the Content menu, you have the following:

e Addcontent. Create new content by selectingyourcontenttype.

e ContentRevisions Summary. Thisis a summary of all changes you have made on yoursite since
it launched.

e Files. Upload or view images, PDFs, and otherfiles.

e Scheduled. This shows content thatis scheduled to publish later.

o Webforms. Thisis where your webforms, submissions, and site-wide emailaddresses live.

Content Types

Contenttypes are preconfigured page and content layouts. This varies per site but may include the
following:

o Alert. Manage the alert bannerthat appears on yoursite.
o Typically usedto announce branch closures, website maintenance, and other outages
or important messages.
e Basic Page. Manage the internal pages of yoursite.
o This page is made up of content areas with flexible content pieces.
e Event. Manage the event postings thatappear on your website.
o These are typically single pieces of content that are then aggregated on the homepage,
news page, and/orelsewhere as configured on yourwebsite.
e Image Gallery. Manage a gallery on your website.
o These are typically single pieces of contentthat are then aggregated as configured on
your website.



e Llanding Page. Manage the homepage of your website.
o This page is made up of contentareas with flexible content pieces.
e Schedule Block. Manage pieces of content or pages that can be scheduled for publishing later.
e Testimonials. Manage customer or employee testimonials on your website.
o Webform. Manage Composerwebforms. This is for forms built using Composer Ul only.
o Custom-built webforms can only be edited by Development Team.

Files

This page shows all files, images, and PDFs associated with your website.

Content

Content Files Scheduled Webforms

List Thumbnails

\ Add file Import files ;
Filter Files

Name Type User

il | ]
Operations
- Choose an operation - W m

e You may mass upload files via “Add file”.
e You can filter files by name, file type, or the user who uploaded the file.
e Under“Operations” you can archive, delete orchange files.

Scheduled

This view shows any scheduled content.

Content
Content Files Scheduled Webforms

TITLE TYPE AUTHOR STATUS PUBLISH ON UNPUBLISH ON OPERATIONS

There are no scheduled nodes.

NOTE: Only new scheduled content appears on this list. Scheduled revisions to pages can be viewed on
said pages.

Webforms
View your webforms. To add new webforms, go to “Content” = “Add content” 2 “Webform”

TITLE CREATED STATUS VIEW OPERATIONS

Contact Us 12/23/2015 - 10:58 Open Submissions Analysis Table Download Edit Components Clea

To view the webform, click its title.

To view submissions for webforms, use the “View” actions:



e Submissions: shows an overview of the submitted responses.

e Analysis: allows you to select components toanalyze.

e Table: shows submitted responsesin a format like Microsoft Excel.

Download: allows you to select components and set parameters then used to ex port submitted
responses.

Under Operations, you may:

Edit the name and contentthatappear before the form.

Title *

Subtitle

Body

[ Sowce EE @ Y QL EdRoem=e 08

B I US x x L = £ % EEAE T E ae &=
Fomat - | Font - | see CA-B S

Impartant Numbers

LOST OR STOLEN CARD
123-555-1212

24/ TELEBANK
1-800-565-1212

Email Us

Lorem ipsum dolor sit amet, consectetur adi

Commodi, eos, nulla harum corporis

ectetur adipisi Explicabo, fuy

& non magnam officiis nema sint assumef

arum ullam nam itaque vel porre

possimus

serunt voluptas velil

Edit Components. There are a few views to choose from:

e Form builder. Allows you to drag and dropfields into the form.

Form builder Form components  Conditionals E-mails

Form settings

Form preview Add a field
Textfield Textarea

Name *
E-mail Number
(@) Radios [4 Checkboses
Select list Efl crid

Email * O Date Time
(3 File 7% Hidden
<Hg> Markup [C] Fieldset
|- Page break

Phone

Comments *

A

To edit existing fields, click on the field the pencil.



NOTE: Clicking on the x next to the pencil deletes the field. To exit, click outside of the field or
click “Close”.

Form preview

Name =

Title *

Name
Form key: name [Edi]

Default value

Description

Afterediting, click “Save” at the bottom of the page.

NOTE: If you navigate away from the page before clicking “Save”, your changes will be lost.

Form components. Allows you to mass editin one easy view.

View Edit Webform Results

Form builder Form components  Conditionals E-mails ~ Form settings

Expand All | Collapse All

LABEL FORM KEY TYPE VALUE REQUIRED OPERATIONS

+» Name name Textfield - 7 Edit Clone Delete
1-1-» Email email E-mail - v Edit Clone Delete
+}» Phone phone Textfield - Edit Clone Delete
+» Comments comments Textarea - v Edit Clone Delete
+» Disclosures disclosures Markup <h3=Disclaimers</h3> Edit Clone Delete

Lo
Textrield v m

o You can drag and drop to reorderfields.



o You can select which fields are required.
o You can edit, clone, delete, and add new fields on a form.

e Conditionals. You may add conditional elementstoyourform.

View Edit Webform Results

Form builder Form components Conditionals E-mails Form settings

Conditionals may be used to hide or show certain components (or entire pages!) based on the
value of other companents.

There are no conditional actions on this form. Add a new condition:

Save conditions

e Emails. Manage to/from email addresses.

Form builder Form components Conditionals E-mails Form settings

SEND E-MAIL TO SUBJECT FROM OPERATIONS
Currently not sending e-mails, add an e-mail recipient below.

e Address:

jane doe@example|com

v
Component value: m

Email

e You can add distribution lists and/or multiple email addresses. Add an entry for each.
e Afteraddingan email address, you may customize the notification email that gets sent.
o NOTE: We highly recommend removing “Submitted values are [submission:values]”
from the email template to keep the contents of the submission secure.
e Form settings. Manage what happens when asubmissionis completed. Youmay add a
confirmation message, redirect to confirmation page, or limit submissions.

Structure

M My Workbench Content | Structure  People  Configuration Shortcuts

On this page, you can navigate to Blocks, Menus, and Taxonomy.
Blocks

Blocks allow you to configure content that appears preconfigured regions.



Blocks

Composer Template V1 Bartik Ember

This page provides a drag-and-drop interface for assigning a block to a region, and for controlling
the order of blocks within regions. Since not all themes implement the same regions, or display
regions in the same way, blocks are positioned on a per-theme basis. Remember that your changes
will not be saved until you click the Save blocks button at the bottom of the page. Click the
configure link next to each block to configure its specific title and visibility settings.

Demonstrate block regions (Composer Template V1

e Blocks are configured persite. To view yours, select “expand all”. The populated ones are active
on yoursite.

e You may add a block or change the region using the dropdown “Region”.

e To remove or unpublish a block, change the regionto “None”. This movesit to the “Disabled”

e Ifthe block is editable via this view, it will have a “configure” option. This opens the editor.
Update accordingly and remember to save changes often.

Menu
Manage the menus onyour site.

“Menu” = Main Menu/Footer = Power Edit

Main menu

List links Edit menu Power Edit

e Whetheryouare onthe “Main menu” or the “Footer”, make sure you are in the “Power Edit”
view.
e PowerEdit view allows you to mass edit by allowing you to do the below in one place:
<
o Drag, drop or nestitemsto reorderthem using the 4-way directional arrow. ¥
o Update theirtitles and URLs. Type the name of a page, and it populatesthe available
pagesto link. If you do not know the page link, then click on “Search” underthe field
and start typing the page title. It will auto-populate alist of pagesfor youto selectfrom.
o Enable or disable them by checking/unchecking the box in column “EN.”
o Make parentitems expandable by checkingthe boxin column “EXP.”
o Deletethem. NOTE: deleting a parentitem removesall its child menuitems.

e Toaddanewmenuitem,scroll to the bottom of the page and fill in the fields. Drag and drop it
where it belongs. Rinse and repeat.

4-1-; New menu item <front= e G

e Alwaysrememberto click “Save configuration”.



Taxonomy

This page is for tagging, categorization, and classification of your content. This is not a commonly used
feature of Composer.

Taxonomy

Taxonomy is for categorizing content. Terms are grouped into vocabularies. For example, a
vocabulary called "Fruit” would contain the terms "Apple” and "Banana".

Add vocabulary

VOCABULARY NAME OPERATIONS
Tags edit vocabulan st terms add terms
People

Manage users with access to view/edit your website.
Below are the most commonly used roles. Your site may have all or some of these.

e ContentAdmin:can manage all website contentand create new users.

e ContentManager: can manage all website content.

e Form Manager: can editonly forms and their submissions. They can see all contenttypes.
e ContentViewer:canlogin andview content. This is typically used by auditors.

NOTE: If additional role types are needed, please submit a request with details of
permissions/access settings.

e To create a user, selectthe desiredrole.
e Fill out the required fields and click “Create new account”.

Username

E-mail address

Password

Confirm password

status

Roles




Changing Your Password
Afteryoulogin forthe first time, update your password to something that only you would know.

e Find yourusername at the top right of the screen. Click it to open settings.

Edit shortcuts | content_ admin = Log out

e Once on this page, click “Edit”.
Reset it by entering your current password and updating to the new password.
View Edit Scheduled Shortcuts

Username *

Current password

E-mail address *

example@domain.com

Password
Password strength

Confirm password

Status

Blocked
s Active

e Hit “save” at the bottom to update the password.
NOTE: If the time zone is updated here, it will overwrite the website time zone setting.
Configuration
Under “Search and Metadata” you can do the following:

e Manage your URL Aliases
o Each page hasa “node” assigned to it so that any time the page name is changed, the
entity reference remains intact.
e Manage yourredirects
o Redirectsare automatically created when you change the name of a page. Additionally -
you can add more redirects via the “configuration” settings.



EDITING YOUR HOME PAGE
Your home page contentis typically managed via Landing Page.

e You can edit the home page by either navigating to that page and clicking on “Edit” at the
bottom of yourscreen, or by going to the “Content” tab.
e Inthe “Content” tab, sort by “Content Type: Landing Page”. Hit “Apply”.

Content
Content Files Scheduled Webforms

{T) Add content X
Filter Content

Title Content Type Author Published Vocabulary

Operations
- Choose an operation - m

TITLE CONTENT TYPE AUTHOR PUBLISHED UPDATED OPERATIONS

Landing Page Yes 03/18/2019 - 15:21

e Click “edit” under “Operations”.
e Home page contentis typically broken up into 2 areas: “Banner Section” and “Flexible Content”.

Banner Section tab

e Manage the marketing banneron yourhome page by editing these fields, adding more banners,
etc.

BANNER

Banner type: Banner

N
o
Remove

Banner type: Banner
+

o
Remove

Banner type: Banner

+
o
Remove

Banner type: Banner

.
o
Remove

e Onceyou are on the editing screenfora banner, you can make the follow updates:
e Unpublishthesslide.
e Update the Backgroundimage for desktop and mobile. Note, to update the image, you
MUSTremove the currentimage first.
e Add/Editthe BannerHeader. This is the main title on the banner.
e Addthe Banner body copy. See Intro to CKEditor for instructions on adding/editing
contentin the WYSIWIG editor.




o Addthe contentand link for the bannerbutton. If you are linking to an internal page,
click on the blue search button to take you to the Linkit module. In the “Search for
Content” field, start typingin the title of the page. A list will auto-populate foryouto
selectfrom. If youare linking externally from the site, then justadd the URL into the
“Link URL” field within the Linkit module.
e Addthe Button Aria Label. This is needed if yourslide buttonis not very description. It
helps describe the information the end user will find on the linked page.
e Ifyou would like to remove a banneraltogether, then just click on the “Remove” button next
to the appropriate slide. Note, the “Remove” button under “Add Banner” will remove the
ENTIRE rotating banner section.

Banner type_Sanne

Add Banner

Remove

e Ifyou would like to add another banner, click onthe “Add Banner” button.

+
. - -
e Ifyou wouldlike to reorderthe banners, you can use this icon to drag anddrop: ¥+

Flexible Contenttab

e Manage the contentsections for yourhome page.

e Each flexible contenttype is preconfigured to display content distinctly.
e Addand remove sections as needed by publishing and unpublishing.

e Reorderflexible contentareas by dragging and dropping.

Flexible contenttypes mayinclude the following:

e Call-outs:the 3-box area forfeatured products that usually sits below the marketing banner.
e Events:the upcomingeventsareafor yourfinancial institution’s events.

e GeneralContentSection: afull width area that is flexible and accommodates many types of
contentlayouts.

e Image Gallery:the section that displays your financial institution’s image gallery.

e Map Section: the section for your financial institution’s branches & ATMs.

e Testimonials: a section that displays testimonials received by your financial institution.

e Call To Action: a section that allows you feature a product with a call to action.

e Rates:a sectionthat displays your financial institution’s promoted rates.

Add contentin the WYSIWYG editor forthe appropriate text area.

e Hoveroverthe icons in the editor to view a description.



NOTE: Manually adjusting the fontsize and colors of text may cause accessibility issues. If
additional styles are needed (e.g., disclaimertext), please submit arequest to create this style
foryou.

NOTE: Copying and pasting textdirectly from a Text document may carry oversome inline
styling that will cause your textto be inconsistent with the preset styles. We recommend using
the paste from Text button.

To add an image, you must first add it to your Files library, and choose the image you would like
to upload. Click “Next” whenyou are done.

Media browser x

Upload Library
Uplead a new file *

Choose File | No file chosen m

4

If you add an image, the next screen allows you to update the name of the file, add Alt Textand
Title Text.

NOTE: If the image is decorative (i.e., not needed to convey a message), thennoalt textis
needed foraccessibility purposes.

Media browser x

Upload Library

Name *

Alt Text
Title Text

»URL redirects




Clicking “save” takes you to anotherscreen where you can make edits to the Alt Text or Title
text. Click “Submit” when done.

Media browser x

example_im

options

Display as  Default v
Alt Text

Title Text

» URL redirects

The image will appearin the editor.

To link a PDF, first upload it, like uploading an image. Click the media icon, , and choose the

PDF you would like to upload. Click “Next”, which will take you to another modal, and then
“Submit”.

Media browser x

Upload Library

Upload a new file *

teu_-_revisions_and_pdf_linking. pdf iYL TR




e Onceuploaded, an icon and link will appearin the editor.

e Delete link and highlight text that you would like to link and click the “link” button.

¢ Inthe modal, you have a “Search for content” field. Type the name of the PDF you uploaded and
click the PDF once it appears. Click “Insert link”.

e Oncethetextis linked, it will show in the editoras blue and underlined.

Linkit ®

Search for content.

Link URL *

Revision information tab

e Choose whetheryou would like to moderate the content or simply publish it.

e Ifyou are going to moderate the content (send itto a team memberto approve), choose
“Create new revision and moderate”.

e Ifyou wantto publish your new page without review, choose “Modify new revision, no
moderation”.

Menu settings tab

e Link page to the menu by clicking “Provide a menu link”.

e Addthetextyou would like to appearin the “Menu Link title”.

e IntheParentitem dropdown, choose the top navigation item you would like it to appearunder.

e We recommend goingto Structure>Menus>Main menu>Power Edit to place it in the orderyou
would like.

URL redirectstab
e Create and manage any redirects associated with this page.
URL path settings tab

e Create an alias or vanity URL for the page.
e By default,the URLis the title of the page with dashesreplacing spaces(e.g., Personalloans
would have the URLof /personal-loans).

Scheduling options tab

e Publish and unpublish times for the page (or changesto page).



NOTE: date field is Year-Month-Day (YYYY-MM-DD) and time is on 24-hour clock (e.g., 2PMis
14:00:00).

Authoringinformation tab
e Manage and update the author.
NOTE: pages are designed to not show the author.
Publishing options tab

e Publish and unpublish content.
NOTE: Only your home page should be “Promoted to front page” and published.
e Click “Save” once you are done editing the page.

CREATING A NEW PAGE

Basic and landing pages make up your website. In most cases, internal contentis made up of primarily
basic pages. Landing pages are typically used for home page content and, in some cases, internal pages.

The basic page content type can include a sidebarand flexible content based on your original design. It
also includes a bannerthat does not rotate.

The landing page content type typically includes rotating bannersandis full width. It doesnotinclude a
sidebar. Flexible contentwill be included peryour original design. Landing pagescan be used for
internal pages as well.

Goto “Content”, “Add content”, “Basic page/Landing page”.
Main Tab

e Manage the “Title”, “Subtitle” and “bannerimage”.

e Uploada bannerimage” click “Browse” and choose an image from your computer.
NOTE: If you do not selecta banner, the default bannerimage will appearon this page.

Page Contenttab

e Manage the contentsections for yourhome page.

e Each flexible contenttype is preconfigured to display content distinctly.
e Addandremove sectionsas needed by publishingand unpublishing.

e Reorderflexible contentareas by dragging and dropping.

Flexible content types may include the following:

e GeneralContentSection: use thiswhen you want full width content on your page.

e Columns:use this for columned content.

e Accordions: use this for grouping your contentinto accordions that expand and collapse
contenton longer pages.



e Rates: use this for displaying yourfinancial institution’s rates.
e Tabs: use this for grouping your contentinto tabs that display content.
e Cards: use this fordisplaying your contentin a tiled format using cards.

Sidebartab

e Manage sidebar content on yourwebsite as it applies.
e Enable sidebarto add content.
e Selectbetween “Sidebar Content” and “Global Sidebar Content”.

NOTE: Global sidebar contentis a shared sidebar. To make sidebar content specific per page,
use the “Sidebar Content”. You can have any combination or both of these on internal pages.

Meta Information tab
e Manage metadata for your pages.
Add contentin the WYSIWYG editor forthe appropriate text area.

e Hoveroverthe icons in the editor to view a description.
NOTE: Manually adjusting the font size and colors of text may cause accessibility issues. If
additional styles are needed (e.g., disclaimertext), please submit arequest to create this style
foryou.
NOTE: Copyingand pasting text directly from a Word document may carry oversome inline
styling that will cause your textto be inconsistent with the preset styles. We recommend using
the paste from Word button.

e Toadd animage, you must first add it to your Files library, and choose the image you would like
to upload. Click “Next” whenyou are done.

Media browser x

Upload Library

Upload a new file *

Choose File | No file chosen m

5

e Ifyouadd animage, the nextscreen allows youto update the name of the file, add Alt Textand
Title Text.

NOTE: If the image is decorative (i.e., not needed to convey a message), then no alt textis
needed for accessibility purposes.



Media browser

Upload Library

Name *

Alt Text

Title Text

»URL redirects

-

i

Clicking “save” takes you to anotherscreen where you can make edits to the Alt Text or Title
text. Click “Submit” when done.

Media browser x

Z

example_im

options

Display as Default
Alt Text

Title Text

+URL redirects

The image will appearin the editor.

To link a PDF, first upload it, like uploading an image. Click the media icon, , and choose the
PDF you would like to upload. Click “Next”, which will take you to another modal, and then
“Submit”.

Media browser x

Upload  Library

Upload a new file *




e Onceuploaded, anicon and link will appearin the editor.

e Deletelink and highlight text that you would like to link and click the “link” button.

¢ Inthe modal, youhave a “Search for content” field. Type the name of the PDF you uploaded,
and click the PDF once it appears. Click “Insert link”.

e Oncethetextis linked, it will show in the editoras blue and underlined.

Linkit ®

Search for content.

Link URL *

Revision information tab

e Choose whetheryou would like to moderate the content orsimply publish it.

e [fyou are going to moderate the content (send itto a team memberto approve), choose
“Create new revision and moderate”.

e Ifyou wantto publish your new page without review, choose “Modify new revision, no
moderation”.

Menu settings tab

e Link page to the menu by clicking “Provide a menu link”.

e Addthetextyou wouldlike to appearin the “Menu Link title”.

e IntheParentitem dropdown, choose the top navigation item you would like it to appearunder.

e We recommend goingto Structure>Menus>Main menu>Power Edit to place it in the orderyou
would like.

URL redirectstab
e Create and manage any redirects associated with this page.
URL path settings tab

e Create an alias or vanity URL for the page.
e By default,the URLIis the title of the page with dashesreplacing spaces (e.g., Personalloans
would have the URLof /personal-loans).

Scheduling options tab

e Publish and unpublish times for the page (or changesto page).



NOTE: date field is Year-Month-Day (YYYY-MM-DD) and time is on 24-hour clock (e.g., 2PM s
14:00:00).

Authoringinformation tab
e Manage and update the author.
NOTE: pages are designed to not show the author.
Publishing options tab

e Publish and unpublish content.
NOTE: Only your home page should be “Promoted to front page” and published.
e Click “Save” once you are done editing the page.

EDITING AN EXISTING PAGE

e Navigate to the page you would like to edit on the front end or go to the “Content” tab and find
the page.
e Ifonthe frontend, click “Edit”. If onthe “Content” page, click “edit” under “Operations”.

View Revisions

CHECKING & SAVINGS

Lorem ipsom dolor sit amet

Show only items where Update options

status = any Vo type any v m Publish selected content v Update
TITLE TYPE AUTHOR STATUS UPDATED OPERATIONS
Gallery new Basic Page g2tech published 08/21/2017 - 08:46 de\fle
Alert (scheduled) Scheduleable Block g2tech published 06/28/2017 - 15:28 edit  delete

e Refertosectionsabove for details.



SCHEDULING NEW CONTENT
Afteryou have added content (see above), you may schedule the page’s publication.

e Under“Scheduling options”, add the “Publish” onand “Unpublish on” dates and times.

Revision information

) Publish on
Mew revision
Date Time
Menu settings
Mot in menu
Node Block
Unpublish on
Date Time

URL path settings
Automatic alias

Scheduling options
Mot scheduled

Authoring information
By g2tech

Publishing options
Published

NOTE: Date field is Year-Month-Day (YYYY-MM-DD) and time is on 24-hour clock (e.g., 2 PMis
14:00:00).
e Click “Save”.

SCHEDULING UPDATED CONTENT

e Onceyou have made the changes youwould like scheduled, choose “Create new revision and
moderate” under “Revision information”. Click “Save”.

Revision infermation
New revision Revision log message
URL path settings

Automatic alias

URL redirects
No redirects

Scheduling options
Not scheduled

Authoring information

BE gztech on 2017-01-17

16:29:07 -0600

Revision creation and moderation options

Publishing options

Not published Modify current revision, no moderation

‘ ® Create new revision and moderate ’

Optionally schedule a date and time for publication

e This brings you back to the frontend of the site with additional menu options. Choose “Publish”.



View current Edit current Revision operations

List all revisions
View

Edit

Publish

Compare to current
Delete

e Onthenextscreen, putthe date and time for publication. Click “Publish”.
NOTE: Date field is Day-Month-Year (DD-MM-YYYY) and time is on 24-hour clock (e.g., 2 PMis
14:00:00).

View current Edit current Revision operations

List all revisions
View

Edit

Publish

Compare to current
Delete

ARE YOU SURE YOU WANT TO PUBLISH THIS REVISION OF TEST 17

Date for publication

13-09-2017

Enter the date you want this revision to be published.

Time for publication

10:22

Enter the time you want this revision to be published. Use the 24 hour clock
Publishing this revision will make it visible to the public.

SCHEDULING/UPDATING AN ALERT
Alerts allow you to provide important, time-sensitive information on your website.

e Goto “Content”and filter by “Alert”.
e Click “edit” and update content as needed.
NOTE: Ensure that you have added ARIA labeltext if you are usinga Learn More link.
e Ifyou wouldlike to schedule the whenthe alert is published and published, follow the
instructions in Scheduling New Content.
e Click “Save”.

CREATING/EDITING AN IMAGE GALLERY
To create a new image gallery, follow the below steps:

e Goto “Content”, “Add content”, and select “Image Galley”.



e Addimages to the gallery. Thereis no limit.
e C(lick Save.

If you would like to edit an image gallery, follow the below steps:

e Gotothe main Contentpage.

e Under“Show onlyitems where”, update “type” to display “Image Gallery”. Click on Filter.
e Find the gallery that you would like to edit.

e Click on “edit” under “Operations”

e Onthe Gallery page, you can thenremove any image that you would like.

e C(lick save.

CREATING/EDITING AN EVENT
To create an event, follow the below steps:

e Goto“Content”, “Add content”, and select “Image Gallery”.

e Fillin the appropriate fields, including title, eventlocation, event dates (you do not need to
include an end date if it is unknown), and event body. If you need help with the event body,
thensee Intro to CKEditor for content adding/editing instructions.

e Click Save.

If you would like to edit an event, follow the below steps:

e Gotothe main Contentpage.

e Under“Show onlyitems where”, update “type” todisplay “Event”. Click on Filter.
e Find the eventthatyou would like to edit.

e Click on “edit” under “Operations”

e Ontheeventpage, youcan update the fields as needed.

e Click save.

NOTE: Ifyouinclude an end date forthe event, the event willdrop off your calendar at the specified
date and time.

INTRO TO CKEDITOR

e Thisis the CKEditor. Alsoreferredto as the WYSIWYG editor:

@ se B m E| ¥ QLF LJUOeM=@ Q6
B I U S |x x T, E B E Y B = &8 S S| 9 Ei- | &g = ™ =
arma o Size A- B0 2@

You don't have to be a millionaire to get big time rewards!

o
e Hoveroverthe icons in the editor to view a description.

e Beloware commonly usedicons that need a little more information:



Source

o Ifyou prefertowork in source code, the selectthe button.
o Ifyou have a lot of content and would like to extend the WYSIWYG box, then selectthe

L% ]
“% | button.

o Ifyou needtoseethe dividersfor the content (p tags, divs), then select the
button.

Add contentin the WYSIWYG editor thatis relevantto the page the you are creating/editing.
When adding content, it is important to consider the following:

o Manually adjustingthe font size and colors of text may cause accessibility issues. If
additional styles are needed (e.g., disclaimertext), please submit arequest to create this
style for you.

o Copyingand pasting text directly from a Word document may carry oversome inline
styling that will cause your textto be inconsistent with the preset styles. We

-y

(=

recommend adding the content as plain text using the Texticon, . Please donot

[- i

use the “Paste from Word” icon ( "2 )as it will not strip the styles and consequently
cause styling issues with your content.

To add an image, click on
o Viathelibrary
= Ifyouhave alreadyloadedthe image to Composer, then you will click on “Library”
and locate the image of interest and double-click on it. On the Media Browser
screen, you can:
e You can setthe Alignment (left, right, or center)
e You can add Alternative Text.
e You can add Title Text.
e Click Submit.
e Theimage will appearin the editor.
o ViaanImage Load
= |fyouneedtoload animage into Composer:
e Under “Upload, click “Choose File”. Once it has been selected, click on
the blue “Upload” button. Click on the blue “Next” button
e You can add Alternative Text.
e You can add Title Text.
e C(Click Submit.
e Theimage will appearin the editor.
NOTE: If the image is decorative (i.e., it does not need to convey a message), then no alt text is
needed foraccessibility purposes. If the image requires alt text,then pleasereference this section
of the document regarding accessibility.



e The image will appearin the editor. If you need to add a link to the image, you can click on the

“link to content” icon =3 andin the “Search for content” field start typing the name of the page
that youwantto link tothe image. Selectfrom the auto populated pages. The “Link URL” will fill
in. Click “Insertlink”.

e Tolink texttoa PDF, you can use that same steps noted above tolink an image.

o Highlight the textand click on the “Link to content” icon =% . This will open the Linkit
module. In this box, you can do the following:
= |nthe “Search forcontent” field start typing the name of the page that you want
to link to the image. Selectfrom the auto populated pages. The “Link URL” will
fill in.
= [|fyouwantto link to a page that does not reside on your Composer site, then
just paste the link into the “Link URL” field.
= Click “Insertlink”.
o Oncethetextis linked, it will show in the editor as blue and underlined.
Body (Edit summary)

Scurce [EJ [ [E] “y- - Q ET] 5 Bd 0 E = @ Q @
B I US| |x, x|T, 1= = E 1 Wi == |90 55 g =@ W =
Normal + | Font ~ | Size - A- D E O

Text that | want to link

o
o Todelete a link, highlight the text that you would like to unlink and click the unlink

button, R .

ACCESSIBILITY

Dependingonthe type of project you engaged in, your site might have been developedto be WCAG 2.0
AA conformant. Regardless of whetheryouincluded in your project, below are some accessibility items
to keepin mind for your website.

Accessibility Tools

Below are some automated tools to look for common issuesin websites. NOTE: these automated tools
will not catch all issues (e.g., images with text embedded) and may flag issues that are false positives
(e.g., empty buttons that users cannot access).

Wave — WebAIM - http://wave.webaim.org/

aXe— Chrome extension:
https://chrome.google.com/webstore/detail/axe/Ihdoppojpmngadmnindnejefpokejbdd?hl=en-US

PowerMapper-app.powermapper.com

Functional Accessibility Evaluator - https://fae.disability.illinois.edu/



Text Color Contrast

WCAG 2.0 level AA requires a contrast ratio of 4.5:1 for normal textand 3:1 forlarge text. Level AAA
requires a contrast ratio of 7:1 fornormal textand 4.5:1 for large text. Large textis defined as 14 point
(typically 18.66px) and bold or larger, or 18 point (typically 24px) or larger.

Check contrast ratio with one of the tools below:

e Webaim — http://webaim.org/resources/contrastchecker/

e Contrast Analyser — https://www.paciellogroup.com/resources/contrastanalyser/

e Texton Background Check — http://www.brandwood.com/ally/

e Colors onthe Web — http://www.colorsontheweb.com/Color-Tools/Color-Contrast-Analyzer

Images

Images of text

Avoid using images of text. This should only be necessary when utilizing a logo or otherbranded symbol.
Images with text cannot be read by screenreaders and is one of the easiest way to make your site non -
conformant.

Alt tags
If you use an image of text, the full text needs to be in the alt tag of the image.
To add an alt tag:

1. Double-click the image, bringing up the image properties pop-up.
2. Inthesecondfield, Alternative Text, add alt text.



Image Properties x
Image Info Link Upload Advanced

URL

hitps:/template.q2cemposer comisites/template gz

Al L
‘ Available on the Ppple Store. ﬂ

i

Browse Server

‘Width
Available on the
99 D App Store
) a G Lorem ipsum dolor sit amet, consectetuer adipiscing
Height elit. Maecenas feugiat conseguat diam. Maecenas
metus. Vivemus diam purus, cursus a, commodo
35 non, facilisis vitae, nulla. Aenean dictum lacinia

tortor. Nunc iaculis, nibh non iaculis aliguam, orci

felis euismod neque, sed ornare massa mauris sed
EBorder velit. Mulla pretium mi et risus. Fusce mi pede,

tempor id, cursus ac, ullamcorper nec, enim. Sed

tortor. Curabitur molestie. Duis velit augue,

condimentum at, ultrices &, luctus ut, orci. Donec -

HSpace mllantanniin amanban nren lntanns aeie A in

VSpace

Alignment

=not set=

m o=

NOTE: Do not add alt tags for decorative elements. See example below:

Image Properties x

Image Info Link Upload Advanced

URL

Isitesfiwww.sanfranciscofcu.comfiles/images/poppy M

Iternative Text

a c

Height

Eorder

Lorem ipsum dolor sit amet, consectetuer adipiscing
HSpace elit. Maecenas feugiat consequat diam. Maecenas
metus Vivamus diam nurus cursus a commaodo

VSpace

Alignment

=not set=

Cancel vl

NOTE: Alt tags are required forimages that are links to allow screen readerstodetermine the
purpose of the link/button.



Text
All caps text

Avoid using textin all caps. This may confuse screen readers causingthemto read some words as
acronyms.

“Click here” links and ARIA labels

Avoid using “click here” or “here” for links and use meaningfultext, such as “current rates” or “view
calendar of events.” Using “click here” makes it difficult for screenreaders to understand what the link’s
purpose because it does not adequately convey the context of the link. Ensure that link textis unique.

If you must use Learn More, you will have to include an aria label. To add an area label, follow the steps
below:

1. Onceyou arein the editor, click the Source button, 7| S )
2. Within the a tag, add the textyou wouId Ilke the screenreaderto know about the button.

juref="#">Learn More.</ ax</ o>

3. Click Save once you’ve updated the code.

Headings

Ifit looks like a heading, you should assign headingtag (e.g., h2, h3, h4). Ensure that the headinglevelis
follows logical order (starts with h2, then h3, then h4, as appropriate).

See https://webaim.org/technigues/semanticstructure/ and https://www.w3.org/TR/WCAG20-
TECHS/H42.html for information.

Empty heading and p tags

Because screenreaders create asort of table of contents with the headers ona page, a blank headertag
will throw an accessibility error. If you wantto add additional space on a page, ensure thatyou haven’t
created an empty heading or p tag. While the p tag might not throw an error, it might be confusingto
the screenreaderas it will try to read the space (e.g., &nbsp;).

Incorrect: <p>&nbsp;</p>or<h2>&nbsp;</h2>
Correct:<br />

<br/>

<br/>

<p>€eLrono A e T T e T S e SRS gill ke closed on July 4th, in ckservance of Independence Day.



Tables

If you are adding a table to ensure that you choose Both under Headers to ensure that the correct
headingtags are in the table.

I Table Properties X

Table Properties || Advanced

Rows Width
3 500
Columns Height

2

Headers Cell spacing

None 1

None
First Row

Cell padding

First column 1
Both

<not set=

Caption

Summary

Cancel b

Once these headerrowsare in place, you will need to add scopesin the Source code. See the example

below:
<thead>
“<TIr>
<th scope="col">Checking</th>
<th zcope="col">Minimum Balance</th>
<th =scope="col"»Rate Type</th>
<th zcope="col":»Dividend Ratesz*</th>
<th scope="col">RAEY**</th>
</tr>
</thead:>
<tbody>
“<TI>
<th zcope="row">Free Checking</th>
<td>»$0.00</td>
<td>Variable</td>
<td>0.00%</td>
<td>0.00%</td>
</tr>
Forms

Put a fieldsetaround questions thatinvolve multiple checkboxes or radio buttons.

To put a fieldsetaround questions that involve multiple checkboxes and radio buttons:



1. Click on the webform that you would like to edit and navigate to the form builder interface.

This is a checkbox group that needs to be inside of a fieldset.

Which Location Would You Prefer To Visit?

Goiden Gate Branch - 770 Goiden Gate Ave. &t Gough 5t) 5F
Laxasige Branch - 2645 Ocaan Ave. (a1 19th Ave ) SF

Geary Branch - 4375 Geary Bivd. (8t 8th Ave ), SF.

Real Estate Dept. - Located at Goiden Gate Branch

Financiad District Branch - 311 California St (a2 Battacy Street) S F
Burlingame Branch - 1811 Bl Camino Real, Buringame. CA

Excetsior Branch - 4500 Mssion Street (at Ononcaga). S F

2. Click and drag the fieldseticon into the main form builder and drop it where you would like
it to occur on the page. In this example, the fieldset isimmediately below the checkboxes.

Add a neld
(3 Textfield =) Textarea

| [ E-mail Tz Number
(s) Radios ¥ Checkboxes
=5 Select list . Bl Gid

| ] Date 5 Time

| (3 File Hidden

@ [ Fieldset
Click and drag fieldset
icon into place.



3. This will create an empty fieldset inside of the form builder. The fieldset needs to be labeled
with the same label as the checkboxes.

New fieldset

Click edit to add a new label
to the empty field set.

Which Location Would You Prefer To Visit?

4. Dragthe checkbox groupintothe fieldset.

Which Location Would You Prefer To Visit? F Fieldset Legend

Golden Gate Branch - 770 Golden Gate Ave. (at Gough St), S.F.

Lakeside Branch - 2645 Ocean Ave. (at 19th Ave.), SF

Geary Branch - 4375 Geary Bivd. (at 8th Ave.), S.F.

Real Estate Dept. - Located at Goiden Gate Branch Check box

group
Financial District Branch - 311 California St (at Battery Street), S.E
Burlingame Branch - 1811 El Camino Real, Burlingame, CA

Excelsior Branch - 4800 Mission Street (at Onondaga), S.F.

5. Scroll to the bottom and Save the form.

FAQS

Can | whitelist a third-party site myself (i.e., keep the speedbump/popup from coming up when a user
clicks alink)?

No, please submita requestto add a site to the safe list.
Howdo | submita case in the customer portal?

1. Login tothe CustomerPortal (https://support.trabian.com)



Click Submita Request.

Sign in

Help Center

Submit a Request

Check your Existing Requests

FAQ Announcements Contact

Choose the Product/Service.

Trabian > Submit a request

Submit a request

Product/Service

Composer/Canvas F

Custom Dev
Website Hosting
DNS Update

Other

You can expect to hear from us within our three business day SLA. Normal business hours are 8AM - 5PM CT,

Monday through Friday. Should you need immediate atte s hours, please increase the

iring normal busin

ority for this case to high. Cases requiring a completion with high urgency wi

billed at double the Web
il

s hourly rate at a minimum of one hour (minimum $400.00). If possible, an escalated ca be

completed on the same day if received by 3PM CT.

Enter the Requested Needed Date. **Note that SLAs are listed in your MSA and that putting the
requested needed date does not guarantee that work will be completed at thattime.

Requested Needed Date 4—

Enter the Type of Request:



Type 4—

Question
Incident
Problem

Task

e Questions - Choose this option if you have questions regarding the product/service.

¢ Incidents- Choose this option if yourfinancial institutionis experiencinganincident (e.g.,
outage, otherincident).

e Problems- Choose this option if you are experiencinganissue with your product/service
(e.g., functionality is not working properly).

e Tasks - Choose this option if you have a specific request regarding your site.

6. EnteraSubjectregardingyourrequest.

Subject <—

7. Enter a Description regarding yourrequest.

Description <——

T B I s £ b & B =

0
T
o

ease enter the details of your request. A member of our support staff will respond as soon as possible

8. Attach any files that will help technical support with yourrequest (e.g., screenshots of the
issue).

Attachments (optional)

Add file or drop files here

9. Lastly, click the Submit Button.



EETES

Can | get a page back once it is deleted?

No, once a page has been deleted there is not an easy way to retrieve it. If it is an older page (i.e., a page
that you had us create when your site was originally built), we could pull that version from your
developmentsite. If it is a newer page thatyou have created since go-live, it will have to be recreated.

How do find out the dimensions of my graphics?

1. Goto Content>Files.
2. Choosetheimage you would like to find the dimensions to.
3. Right-click on the preview image and choose Inspect.

View Edit Usage Delete

NEW-AUTO-PROMO-LEFT.JPG

Open image in new tab
Save image as...

Copy image

Copy image address

Search Google for image

Inspect

4. Jdinthelnspectwindow, hoveroverthe link to the image and its natural dimensions will appear.



View Edit Delete

Usage

IR O LEF PG

[® ] emems Console Sources MNetwork Performance Memory  Application

¥ cdiv id="main-content” role="main":
<1--IF N SIDEBAR, OPEN PAGECONTENT DIV-->
¥ cdiv id="pageContent” class="row">
::before
<1--IF MO SIDEBAR, OPEN COLUMNS DIV-->
¥ <div class="swall-12 columns large-10 large-cente
P <div id="drupal-sctions’s_</div>
<1-- The H1 tag now contains the tig
¥ <hl>. < /hl>

Sequrty  Audits

grantic mistakes in content-->

</span> Imtps://prods1100101.a2composer. befeu promo-leftjog
<fdiv>
</div>
</div>
<1--ENDS COLUMNS DIV--3
<idive
«1--ENDS FPAGECONTENT DIV-->

Fter
div div div #msin-content #pageContent v div  diviblock-system-main blockblock-system  divcontent  spanéfile-08 file file-image file- mage-psa [EIER
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01 } x
Styles | Computed Event Listeners  DOM Breskpoints  Properties
Filter thov .cls 4,
element. style { -

body * { 20p. :ss‘nmhlu'll

Font-family: "Mukta Vaani",sans-serif;
img {

max-width: 166%;
height: auto;

2pp. c552owablw:1

display: inline-block;
vertical-align: middle;

2pp.csstowablw:l

{
border:w 8;

new-auto-promo-leftipg: 93




